
How to add my class to the online schedule: 
 

Click on this link: 
 
https://teamup.com/ks4f4ac8a645167f58 
 
After you arrive to the calendar page, click on the “the time you want to 
schedule the event for. 

 

Once the event screen comes up, type your information in the available 
fields. Please note, we are asking for specific information to go in specific 
fields to make scheduling much easier. 
 
Title Field - The name of the class you are teaching. 
 
When - Click on the calendar icon and choose the day and time you will be 
teaching. If you have an open class, like YURT BUILDING that you are 
around and available for all day, then click the “All day” box.  
 
Calendar: Look to the far right in this field and you will see an arrow 
pointing down, choose the best “calendar” or “track” that describes your 
class. 

https://teamup.com/ks4f4ac8a645167f58


Who: Your name. 
 
Where: Please add this info if you can since the biggest complaint we still 
get is missing a class because the student could not find the location. 
Please consider putting up a flag or marker in your teaching area to make it 
easier. 
 
Decscription: Add information about what the class is about, if there is a 
material cost, etc. 

Then hit the SAVE button and you are done. 
 
Please check what you have put on the schedule and if you are satisfied, 
then close the browser window. If there is a change you want to make, 
come back to the calendar and double click on your offering. The class info 
will come up and you can edit as you need to. Remember to hit the SAVE 
button when you are done. 
 
If you are having any problems, please don’t hesitate to call us. 


